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Al PROGRESS REPORT ON 1962

A. Major Surveys Completed
1. Bpecial Clearancs Center Index.
2. Case Processing Report Systam.
3. Case Processing Forme Survey.
4. DDB Mail Questionnaire. - -
5. Copy Machine Survey. .-

B, Raecord Crestion Controlled
1. Cantrolled 97 actions onSscurity) Ferms,
2. Transferved responsibility on 3 forms saving $2, 500 in budgeting.
3. Assisted 11 Sscurity offices on spectal forms probdblems.
4. Briefed 16 professionals on designing forms,

C. Filss Maintensance Service
i, Eguipment
a. Ewvaluated requests for 19 safes, 3 cabinets and other items.
b. Assisted 5 Security offices locate and test better equipment.

2. Filing Systems
8. Brisfed personne! on {iling systeams.
b. Beviewad and commented on 3 major system proponsals.

D. Records Diaposal
i, Insctive Files
a. Sent 216 feet of files to Center amptying $2, 000 worth of equipment.
b, Briefsd § offices on Record storage and retrieval.
¢. Revised and updated record schedule for two offices.

2. Yital Records
a. Reportad on Vital Recorde during Cudban Crisls.
b, Submitted two recomrendations to ioprove Vital Records.
¢. Currently updating SRD ¥Vital Hecord Schedule.

E. Other Actions
1. Continuing graduate study and professional meetings.
2. Recelved briefings on Agency and Other Mangement developments.

. Future

1. Siace August 196), I've worked to improve Security Records work in
the arsas of Disposal and Forma.

3. This year [ shall continue those but concentrate on updating Records
Contrel Schedules and training personnel in filing systems and
techaiques. By thiz sumamer, I hope to be organized enough to do
more serious Surveys af rdeards nrahiem
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Remarks:
25X1
As Records Officer 1 operate in these four
areas to control and improve paperwork in the
Office of Security:
1. Surveys
2. Records Creation
3. Files Maintenance
4. Records Disposal
Attached is my six-month progress report.
This and my July report for FY-62 list my
completed efforts to date.
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